
Didja Know?

• Did you ever receive a pesky statement 

from Citibank saying you still have a 

balance after your voucher was 

processed?

• Didja know you can prevent that from 

happening when you file your voucher?



• No?!??

• Well, help is here.

• Follow these steps from page 75 from the 

Kansas DTS Simplified Traveler User 

Guide.



Travel Voucher

• Just do the same things you always do 

when you file your voucher:

• Correct your Itinerary

• Edit your expenses

• Upload your receipts

• And just before you sign your voucher…..



Click “Additional Options”

Then Click “Payment Totals”



When you get to this page, scroll 

all the way down.



To ensure you pay Citibank ALL that was

charged on your Gvt Travel Card (GTC), get

out your abacus and add up the airline ticket,

hotel receipts, restaurant receipts, rental car

receipt, gasoline, and any other receipts you

have that you put on your GTC.

Enter extra $$

Click

After you have added all those receipts,

Enter your grand total in the box labeled

“Add’l GOVCC Amt”

Then click “Calculate”.



Ta-Da!

And now you know.

Citibank will be so 

happy!


